
FULTON COUNTY TREASURER’S OFFICE 
ANNOUNCES THE FOLLOWING: 

 

SENIOR ACCOUNT CLERK 
 

FULTON COUNTY RESIDENCY IS REQUIRED 
 

This is a permanent vacancy in the Fulton County Treasurer’s Office. 
 
2020 Salary:  $16.41 (Start Rate) - $19.30 (After One Year of Benefits Eligible Service) 
 
Typical Work Activities: 
Reviews a variety of more complex financial documents, classifies them and distributes items into a 

variety of accounts according to prescribed procedures and policies; 
Posts figures to appropriate accounts, makes all necessary adjustments in balances and verifies and 

reconciles balances; 
Renews status of accounts as adjustments are made and takes appropriate action as authorizing 

payment, issuing checks or preparing bills; 
Tracks, audits and monitors a variety of accounts and verifies that adjustments are made to correct 

allocations; 
Prepares more complex financial or statistical summary reports; 
Checks for accuracy of computations and completeness or supervises the preparation of daily, weekly 

and monthly reports which are compiled into summary reports or claims for Federal or State 
reimbursements; 

Types accounting and financial statements, payrolls, statistical tabulations and data, form letters, 
memoranda, vouchers, reports, requisitions and other material from rough draft or from data 
which is personally developed using a keyboard, word processor or personal computer; 

Prepares funds for deposit into book accounts, reconciles accounts and prepares reports from the 
information; 

Contacts clients, vendors or other agencies to obtain additional information; 
Provides information orally or in writing in response to inquiries on status of accounts; 
Processes, sorts, indexes, records and files a variety of control records and reports; 
Operates calculator, computer terminal, check writing machines and other related office equipment; 
Does more complex payroll transactions or may do payroll for entire department and prepares related 

reports; 
May assist in the preparation of figures and reports for use in budget preparation; 
May administer employee health and dental benefit plans; 
May supervise employees by assigning and reviewing completed work and instructing employees in 

specialized account keeping activities. 
 
The above examples of duties are intended only as illustrations of the various types of work performed. 
The omission of specific statements of duties does not exclude them from the position if the work is 
similar, related or a logical assignment to the position. 
 
 
 
 



MINIMUM QUALIFICATIONS:  Graduation from high school, possession of a high school equivalency 
diploma, or a high school individual education plan diploma, and either: 
 

A) Completion of 60 credit hours at a New York State registered or regionally accredited college or 
university which must have included at least 12 credit hours in accounting or bookkeeping and 
one year of experience maintaining financial accounts and records; Or 

 
B) Three years of experience maintaining financial accounts and records; Or 

 
C) An equivalent combination of training and experience as defined by the limits of (A) and (B) 

above. 
 

 
   

A Civil Service Examination will be held for this position at a later date. 
 

Applications should be filed with the  
Fulton County Treasurer’s Office  

PO Box 128 
Johnstown NY 12095 

(518) 736-5580 
 

They can be found on our website at www.fultoncountyny.gov. 
 


